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Aubrey Kagan 



To: 



Sent: 



From: 



Element K tips [tips@offers.elementkjournals.com] 
April 5, 2004 4:20 PM 
akagan@emphatec.com 



Subject: IME Tip: Easily remove all non-text entries from a worksheet (Excel 97/2000/2001/2002) 



Dear Microsoft Excel Tips subscriber, 

Here's another useful Microsoft Excel tip from Element K 
Journals, your number one source for software tips and 
techniques . 

PLEASE VISIT OUR SPONSOR 
*********************** 

Is your network secure? 
*********************** 

Learn the best practices to secure and protect your network, 
from experts in the field, at Element K Journals' upcoming 
90-minute interactive audio conference . . . 

************************************************ 

Best Practices for Building Impregnable Networks 
************************************************ 

Date: Thursday, April 15, 2 04 
Time: 2:00 - 3:30 p.m. Eastern 

Place: Your office or conference room. Invite as many colleagues 
as you like to gather around the speakerphone . No special 
equipment is required to participate. 

Tell the network professionals at your company about 
this invaluable audio conference! 

For more information, or to register online now, go to: 

http : //www. elementkjournals . com/buy/ showPromo . asp?coupon=112 805 

Call 1-800-223-8720 to register by phone 

(Canada toll-free: 1-877-203-5248, Outside the U.S. and 
Canada: 585-240-7301) . 

********** THE TIP ********** 

Easily remove all non-text entries from a worksheet (Excel 97/2000/2001/2002) 

Even though using a worksheet template is usually considered the 
ideal solution, it's common to just base an Excel workbook on an 
already existing file when you need multiple files that share the 
same general structure or data labels. For instance, you may 
create monthly worksheets that list product sales for different 
regions. Since the regions and product names are the same from 
month to month, it's easier to copy the previous month's file and 



06/04/2004 



delete the sales figures than it is to re-enter everything from 
scratch. 

In such cases, you may be able to reduce your cleanup efforts, 
particularly if the variable data is in a lot of noncontiguous 
ranges. Assuming you just want to keep the worksheet's text 
entries, which act as descriptive labels, you can easily select 
all of the numeric, date, and other remaining data at once and 
delete it . 

To do so, choose Edit | Go To from the menu bar. Then, click the 
Special button to display the Go To Special dialog box. Next, 
select the Constants option button and clear the Text check box. 
Finally, click OK. Excel will select all of the non-text entries. 
All you have to do now is press the [Delete] key to remove the 
unwanted data. 

Click here to email this tip to a friend, and you'll both get an online 
coupon to save 20% off all items purchased at www.elementkjournals.com. 

PLEASE VISIT OUR SPONSOR 

*************************************************** 
Microsoft Outlook users - here's a NEW "must-have" 
resource for you! 

*************************************************** 

View a FREE issue of Inside Microsoft Outlook now at: 

htt ps : / /www. elementkjournals . com/bu y / showPromo . asp?coupon=112806 

Each 12 -page, monthly publication is packed with articles that 
will help you boost your personal productivity using Microsoft 
Outlook. 

Thanks to the well-thought-out illustrations and step-by-step 
instructions included in every issue, Inside Microsoft Outlook 
will introduce you to dozens of new techniques for managing 
information, communicating with others, and streamlining your 
work . 

Plus, Inside Microsoft Outlook covers the latest versions of the 
software including Outlook 2003! 

If you use Outlook at work or at home, make sure you're using 
it to your best advantage. Subscribe to Inside Microsoft Outlook 
today and discover how to escape "information overload" with 
practical advice you can use right away. 

To view a FREE issue, or subscribe now, go to: 

https : / /www. elementkjournals . com/buy/ showPromo . asp?coupon=112806 
********** SUBMIT A TIP! ********** 

Do you have a shortcut or technique that's tip worthy? If so, 
send it to ime editor@elementk.com . If we use your submission, 
we'll include your name and email or Web address, along with 
the tip. 

********** SERVICES ********** 

Want to sign up for your own tips? If this tip was forwarded 
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